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: GEORGIA DEPARTMENT OF mUNMAN RESOURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
S ) RECORDS MANAQJE!ENT UNIT

For instructions on completing this form contact DHR Records Managema{'it Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 6564976 GIST: 221-4983 :

- DHR 1. GEORGIA DEPAHTMENT OF HUMAN "RESOURCES ARCHIVES AND HISTORY
“Appication Dete | Div. Of Mental Health And Mental Retardatigippiication Number
"~ |Mental Retardation Section -
_-8/2/82 47 Trinity Ave.  Room 307-K - ‘7(0 2‘_‘ 5 H
Application Number Atlanta, Ga. 30334 Date Roceived - Date Completed .
82-27 N . f}JG 181982 | sEp 16 1982
2 Person 10 Contact R S T Working Tite "7 Telephone Number
Ralph McCuin C Unit Supervisor
L Jeanne Terhume o o e SECTREREY e 6566370
3 Actior. Reguested - : _
a. D Eneblish Remntion Schadule; record will continus to accumulste, " Update Inclusive Ma'geﬂ..]_. ahd Foram +
b. [DDispose of prasent accumulstion; no further atcumuletion snticipstad, Change Retention Instructiona
e. Xamend Application No. 76-245 ___ Cnack One: 0 Change; 3 Supercede; 3 Void
4. Danes of Serins 6. Records sm&:"'fi?u rfouou-dby title used in offm,-»dfgf.mr) ' LT T
Esrliant Latest
| Mental Retardation CQ!.LBL!_M!__S #.\L ce Qeg;e;_judget gnd Zincal ziles
6. Division ang Otfice Function What Is the function of the Division snd the Office in which this record series is created?
- X

by
-

1\.

. X

7. Records Series Description This fila coRfains tha toHowing dGcumments linclude form numbers and titles, it sny): Amu:h sarnpies of the fue

Docyments: relating, to; ““Hto,}"-ﬂn,g nqnd f?xigwing fundi spent by (:ounty MR Day Service Centern
. HE r-"'\"‘g'l-. .
Inciuded are: Form 10?8 (Reclpts and kxpenditures- Requeatl For Funds); Form 1182 (County
--Budget Items Qther Than Personal Servicea) ; Porm 1183 (County Budget Personal Services)
Form l186 (Buc{’get;, F;xpense and Relource Stmary (MB/MR) ; “Form 1187 (Budget Expense and
Resource Appropriationl ﬂequett) H Fom 1192 (Income and Expenditire Report (Publiec MR ,
Day Training Line Item Budget); Form 5405 (Request Por Budget Revision); Form 5410 71
(Budget Expense and Resource Summary); Form 5411 (County Budgét Personal Services); .. .
Porm 5412 (County Budget Itema Other Than Personal Services) ;- -Porm 5413 (County ludget
Non-Participating Items); Form 5557 (Title XX Quality Control Pindinog); Un-numbeted +
Forms- Comsunity MH/MR Budget Allocation; nudget Recommendations; Day Training/work i
Activity Center Active Service Report; Contract ‘Amendments; Contract Information Sheet;
Contract For Services and Addendums; Request For Contract Approval; (See Continuation Sheet

The file is arrenged : Alphabctically by n'ahm Cotmty Day Service Center

-

)

-\"_ B %- v l.{ oy w{i_:.‘ ';;:!‘, - -'
o R -‘-4\.,} "hd'
8. Monthly Referancs Rate - How often are records raforr&d 0 whnch are:
" One to mx monthsold _________ ; Seantotwelve months old wem i Thiresn to twentyfour months oid ;
tworty five months and older e 7 co
8. Annus! Raws of Accumaulation or Records - T T S
-+ Letrer-sire drwge\rs — Logal-slu drawers . Shelves — . ____ : Other {Specify)
. TRt . N Y . . .
b e e 2 — R ey e T g = el e e e e e+ = L D e e L i mbemmie im s ae e omieCamn L e ———r . —— i et

-
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EYE_E_j ANO 10, Querticenaire  (Pace 85 X7 0 the pracs seimn) e B T o . -

! & Is this the official copy of the series? ' ¢ Yy
if not, whers is it? '
— ——— _— e — e e — —— e
b. Does the seriss contain confidential informatien requiring security randiing? If vea, cite lsw or regulation,
1771 . Is this s vizal record? o | T T
- d. Don thu sories hgw historical or long term un-rd‘- uluol _ B T
. When omormdocurrsnu in the fils mkohma:z-{tompﬁuomlrt fug fornlon; period, could thue do-cumenn
- be scheduied sepsrately? rotphwoaen fsona b4 M ie_we_s i -
o 1. hathe information contained in this saries ever published? H yes, attnch copv“__ ”.,, LM ) :
' 6. Is the information contsined in this seriss ever anaiyzed mdlorracordad inuumrmnzsd rapor;? -
H ye1, sttach copy. s -
h, iz thers & dublicstion of this saries in your office, or in andther office or .gen;-v; PO e T
if yos, whare? L s
B _I. Is this sories (or @ major portion o!h) regularly microfiimed? T
— .” 'Dod's the record series. re;uh in neompmu printout? r*ru'), T Ten —
",. Emnllgft{ unlf!ﬂ'-ﬂ_‘tl The following roquires the series to u hm T ‘1 s {3[ T
ati R S e A TSI TR "
T e Y T S W Iy S0 G ’
5. Swete Law o AR R el T d. Audit period — veart.
b. Swtute of limitetion Years, b s. Administretive nead .o T YBATE.
c.  Federal law yoars. f.  Fedaral retention instructions yosrs.
' ]
A“!F.';' n?py or u:orpt of lsws or ngulmom Exphein sdministrative need.
" e D] '"' 1’“"‘ "" ey o Ty -
] B et sy iunanD N \--1’11;*'\ n".‘ :r-,n---w,\f- l.'ﬁ'j"‘_—"‘-‘
L
- - — -
12. Aporoved Disposition Instructions  This sgency recommends that the file serias be cut off at the end of sach:
’ O Calendar Year; X0 Fiscal Year; O Other — then,
“J Hold in the current files ares ___menthis) ——1_, yasris}; then
{3 Transfer to local holding srea; hold yesr(s); then
¥ Transfer 10 State Records Center; hold yaar{s); then
ﬁ Destroy
[ Transter to State Archives for psrmanent retentien, .
X Other (Soecify) e
Record Copy -~ Reference Copy ) R
AL "f(" o viinge !.t'l TEnce slinn oo buwabee- 3~ : o
Mainttined by State Mental Haintained ‘In bach C'ounty and Area Day
Retardation_ ‘Secnoﬁ (Cetitral ~c4 :ip~-rr | Lney,- Service Center .. , -
Offfhe) SRR S R AR S T SO T 0 s NI FEGT i fae e SR e it o
TeRr THE tagien)y TOLT g e Ay g o OUE OFE file at the’ end of dach fiscal ‘Year|
Cuf off fife &t the end of each *r - 5q7y o ¥ I;.old in @urrent_ filen i’rea 2 yéi‘fJ "then
fiscal y'el'r "hold in-c¢urrent files 5 3~:;ﬂ,:~_¢_¢. c!est;roy (e S A A% ned
area f ’é‘f, tr‘ﬂ‘.fer to St.te vEnrsYY [T e (v' . ,_,,. P ome .‘._r,T Fninin~T e
N R ¢ ) e LTt Eer e PR PR - -
Refords Uelter, hold t'c yéarc smnivinR TRP - et aqpde ~',~-u- i RSN T
then de‘troy. ’a ’ ! a [ EaRa Tes i pernal -1‘.4 [ﬂ T R Y T
Theis lpnructnonlupplv;oﬂl puor ind future steluistiens ot theserion, A1~ 7) T 77 m.eo% [REtAT untomeaial 3
EEIRE LA i I SR A AL e T tanbe . - fREeT T MATIRATIT Al
e .y - ’ DR ML 3 NS EARATEE S < AR (RT SUPI R
Head? oot Anes e R e T ,,m' © ”F'--I,” FE T vikenr D sacy v
”.' ,’) rL'i’“a = — v = - - --1-._70\". - .'} z ﬁ_}l“"q’ v [—‘3} .’"4:-{""-." \3.:“"4-5—‘—- i —
A;..n;-y Hu.deapgnu lSrgna'un) s "’! b T ]Réﬁ'dl Mehagemant Officet !Swgmitum} rAbytied cn% S;mb'ét'a'q
| TETF ] F z;*,_:"..;_‘:—" . = ~ed b il
%i_,z ﬂ n’lt , ?/J‘ £~
] hanli. £ i- .
Recommencations in paregraph [ d
12 wre approved. Srate Auditor/Designes
{N diaappromd, attach leteer - -
of sxpisretion.) Secrswary of Swie/Designes
Aciorney General/Designed

— Form 4868 (3-78)
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#7 Tncluded Are; (contd)

Contract FPinancial Annex; Rental Agreement; Equipment Listings; Equipment Expenditures;
Inventory and Supplemental Equipment Expenditures; Related Documents, and Correspondence.




APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF RAmTARY OF STATE |

RECORDS MANAGEMENT IMVISION

e -

INSTRUCTIONS: See Publication No. 76—"M-— for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Artention: Scheduling Ser:non ; .

__FOR AGENCY USE ‘Agency Address | " ' FOR RECORDS MANAGEMENT USE.,
Applicstion Date . ’DeP art‘men tfo‘f HumjnHReiozrce; ) Application Number
Division of Menta ealth & Mental Retard
- June 11, l~9 76_7@“__Mental Retardation Section 7Tle-2\5
Apphcatlcm Number 47 Trini ty Avenue, Rm. 542~-H Date Recpived Date Completed
HR~68 ' : TR -8 wrs .
DHR Atlanta, Ga. l‘]m_ 28 w75
e e e A T T TR S T e — e i -“-—ﬁ-‘*“‘-—' . N
2. Person to Contact ) Working Title _ Telephons Number
Budd Hugbes . Assistant Division Director 656-6370
el R — SEEREE =S e e et BEaL eSS ——— o U T T

3. Action Requened
a. B Estzbusn Retention Schedule; record will continue to accumulate, )
b. a Dispose of present accumuiation; no further accumulatian antnc:pated -

¢, T Armend Apolication Ne. Check One: 0 Change; (1 Supercede: [1 Void
4, Dates of Series 5. Records Sarm Titte (fallowed by title used in office; if different}
Earliest Latest

1973 ] Present Mental Retardation Tra.ining Center Budget and Fiscal Files

6. Division and Cffica Function What is the function of the Division and the Office in which this record series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
research programs. This Division is also concerned with community mental health, and the
, aéministration of the State mental hospitals, rehabilitation and retardation centers.

The Mental Retardation Section 1s one of the programnatiq sections of the Division of Mental
Health and:Mental Retardation. The Mental Retardation Section offers specialized services
{primarily- focusing on thé mentally retarded within the I Q range of 0-55) administered
through a comprehensive system of institutional and community service programs. The special-
ized services are provided through the following major programs; 1) Day Training and Work
Activity Programs, 2} Group Homes, 3) Instltutzonal Services, 4) Family Care Homes and
5) Foster Grandparent Programs. :

7. Record Series Description This file contains the following documents linclude form numbers snd vties, if any):
Attach samples of the fiie, .
Documents relating to: the monitoring and review of- funds spent by Mental Retardation Training

Centers.

at

Induded but not limited to are:

1. County Budget Summary OAS(6)-60

2. County Budget Personal Services 0OAS(6)~61

3. County Budget Items Other Than Personal Services OAS(6)-62
4. County Budget Non-Participating Items OAS(6)-63

5. County Budget Revisions QAS(6}-80

6. Receipts and Expenditures-Request for Funds DCS/SSS(.’:‘)-138

7. Eguipment Expenditures, Inventory and Supplemental Equipment Expendltures - .
(continued — Page 3)-5-‘».5:.&\ - :

File is arranged: chronologlcally by®year thereunder alphabetically by county.

. - SR

. Monthiy Referencs Rate How often are records referred to which are:

One to six months old __32_.._._ Saven to twelve months oid £ 10
- twenty-five months angd older 13

e s e e

wn

; Thirteen to twenty-four monthsold — 2 ;7

Annual Rate of Accumulation of Records

Letter-size drawers s Legaisizadrawers __ ______ __:Shelves —ernm; Other fsoecify) . -

~80-71. Rev, 78 T ) i 1Omer” T




s L . - _ SR WA
" 'E; f?o | 10. Clestionnaire  (Place an "X’ n the oroper column) ] L N b
a. Is this the officiai copy of the series? : \\
¥ If not, where is it? S — L e e
5 b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation, N
X | c_ls this a vitat record? L o e ) mg:ﬁ -
X | _d. Does this series have historical or long term research value? - L o
ol . When ons or two documents in the file make it necessary to keep the entire file for a long period, could thesa”
X _;_dg;umm_bg_smsﬂumravlv’
X | __ | # 1s1heinformation contained in this series ever published?. It unamctu:onx Cer ta“?_ _:S_tf?_t_%éil cal areas __
g. Is the information cor&tamed in this series ever gnalyzed agdlpr recordt}g! e sumn'iarlzjégr RiR ,Annual Report
x | M yes. artach cooy. ertaln parts ____,,e foun i 1n onnt 1y .3131315'__.1“ g:_.z_nunary e
h. Is thers a duplication of this saries in your office, or in ancther office or agency? EqQuipaant vetsvds
x M vas where? _ Record Copy of Con tract covered under standard 75-267 duvhct't-:_t_l tim,
X__|__1_1s this series lor 2 maior cortiop of it) requlariy microfilmed? ___ o - P*ag"‘w G
X l._Does the record series respit in a camouter printout? — -
11. Retsntion Requirements The foilowing requires the series to be kept:
3. State Law : years. d. Audit period . e years.
b, Statuts of limitation —_ —.years, e. Administrative need . I years.
e. Federal law years, {. Federal retention instructions 3 years.

Attach copy or excert of laws or regulations. Explain administrative need.

- |42 CFRr 54.308, 54.309 Retention Period: 3 years from date of submission of annual or

d final rep’ort (or in the case of nonexpendable property, 3 years after final disposition of
such property), or if Federal audit not completed at end of 3 years, untll resolution of all

audit questions.

12. Approved Dlsposition_inmucﬁoris  This agency recommends that the file series be cut off at the end oi each:
’ "7 O Calendar Year; [ Fiscal Year; 3 Other . . then,

(3 Hold in the current filesarea _______monthis) __2___ year(s); then
O Transter to local holding area; hold ___." . .year(s); then

@ Transfer to State Records Center: hold ___3__ year(s); then

Gl Desuoy.

O Transfer to State Archives for permanent retention,

O Other (Specify} '

Thess instructicns apply to all prior and future accumulations of the series,

| Agency Hesd/Designee [Signature) __Date - | Records Managament Officar (Signature) ' Date
7/1/7(1 UJ@,—. l{lf\bbw\mQ_@{ o j6--T0
~~  Stats Records Committee [Signature Date
Recommendations in para- T ' T
graph 12 are approved, State AudltorIDesugnee
{If disspproved, attach letter _?Fg Ty
of explanation.} Secrerery p? State/Designee

Anornev General/Desxgnee

AR=B0-71; Aww. 76




Department of Human Resources
Division of Mental Health & Mental Retardation
Mental Retardation Section

47 Trinity Avenue, Rm. 542-H
Atlanta, Georgia :

#7 continued

8. Contract Information Sheet

9. Rental Agreement
10.. Contract for Services and Addendums
11. Reguest for Contract Approval
12. Contract Financial Annex

13. and Similar and related documents

Page 3
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APPLICATION FOR RECORDS RETENTION SCHEDULE | ,2FFICE oF Tue secaeany of state |
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhcatlon No. 76—-RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Dwnsaon, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. -

FORAGENCYUSE | 1. Agsncy Address : FOR RECORDS MANAGEMENT USE
Acplication Date ' Departmentfof Human Rejo;rces Application Number
Division of Mental Health & Mental Retard.
June 11, 1976‘ ental Retardation Section , 7-2\M5
Apglimion Numbar 47 Trinity Avenue, Rm. 542-H Deate Received Date Complated
Cw I R 1T - € o7
DHR-68.~ 1" 7 tlanta, Ga. R -9 1870 [JUL 29 1975
2. Parson to Contact : 7 Working Title Telephone Number
Budd Hughes Assistant Division Director 656-6370

3. Action Requested

4. @ Estabusn Retsntion Schedule; record will continue to accumulate.

b. O Disposs of present accumulation; no further accumulation anticipated.
¢ O Amend Agp_hcaggn Na. Check Ona: [ Change; (0 Superceds; (I Void

4, Dates of Serias 5. Records Series Title (followed by title used in Offlc&, if d:ffsrant)
Earliest © Latest

1973 | Present Mental Retardation Training Center Budget and Fiscal Files

8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
research programs. This Division is also concerned with community mental health, and the
administration of the State mental hospitals, rehabilitation and retardation centers.

The Mental Retardation Section 1s one of the programmatic sections of the Division of Mental
Health and Mental Retardation. The Mental Retardation Section offers specialized services
(primarily focusing on the mentally retarded within the I Q range of 0-55) administered
through a comprehensive system of institutional and community service programs. The spec1a1*
ized services are provided through the following major programs; 1) Day Training and Work
Activity Programs, 2) Group Homes, 3) Institutional Services, 4) Family Care Homes and

5) Foster Grandparent Programs. ' '

7. Record Series Description This file contains the following documants (mclude form numbers and titles, if any):
Attach samples of the file,
Documents relating to: the monitoring and review of funds spent by Mental Retardation Training

Centers.
Included ;but not limited to are:.

1. County Budget Summary OAS(6)-60
2. County Budget Personal Services OAS(6)}-61
3. County Budget Items Other Than Personal Services OAS(6)-62
4. County Budget Non-Participating Items OAS(6)-63
5. 'County Budget Revisions OAS(6)-80
6. Receipts and Expenditures-Request for Funds DCS/SSS(2 )=-138
7. Equipment Expenditures, Inventory and Supplemental Egquipment Expenditures
(continued - Page 3)43 scal
File is arranged: chronologically by¥year thereunder alphabetlcallg by county. . -

- I

8. Monthly Reference Rate How often are records referred to which are:

One to six months oid 10 ; Saven 1o twelve months oid 10 ; Thirteen to twenty-four monthsold ____ 2 __;
twentv five ' months and oider ? : .

9. Annua! Rate of Accumylation of Rmrds :
Letter-size drawers lllgalﬂze drawers

;Shelves ____________: Other {aooéify)

AR-80—11; Rav.78 < , _ o (oven
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Pral BN

ves | NO | 10. Questionnaire  (Place an X" in the proper column)

a. Is this the official copy of the series? _ .

X If not, whers is jt? - : .

b. Doas the serles contain confidential information requiring security handling? [f yes, cite law or reguiation.

¢._ls this a vital record? .

g B L]

d. Does this series have historical or long term research value?

e, When one or two documents in the file make it necessary tp-keep the entire file for a long period, could these

1X documents be scheduled separately? '

Attach copy or excert of laws or reguiations. Explain administrative need. ,
42 CFR 54.308, 54.309 Retention Period: 3 years from date of submission of annual or -

final report (or in the case of nonexpendable property, 3 years after final disposition of
such property), or if Federal audit not completed at end of 3 years, until resolution of all
audit questions. : :

X £ |3 the M8 wntained in " ished? ¥ attach coov, Certa_in Statistical areas
g. Igthe information _éo?:taingd in this series ever gnaly_zed and/or recorded mAGRaedi rer’é%zAm”al Report
X If ves, attach cogy, certain parts to be found in monthly annual summary
h. Is thare a duplication of this series in your offica, or in another office or agency? EQuipaaant Veldvds
X if ves. where? Record Copy of Contract covered under standard 75-267 du‘-.\\eo.*¢4 e
X | i lsthis series (or » maior portion of itl reoularlv micrafilmed? - Property bw
X} i Does tha record series result in a computer printout? ‘ . - &Esg .
11. Retantion Requirements The following requires the series to be kept:
a Satstaw — _years. | d. Audit period o vears.
b, Statute of limitation . years, e. Administrative need T 3 years,
¢. Federal law years, f. Federal retention instructions 3 years,

12 Approved Dlsposition lan This agencv recbmmends that the file series be cut off at the end of sach:
' ' " O Calendar Year; @ Fiscal Year; O Other then,

(3 Hold in the current files ares month(s) .2 _year(s); then
Q Transter to local hoiding area; hold year(s); then

3 Transfer to State Records Cantar; hold 3 .year(s); then

G Destroy. R

3 Transfer to State Archives for permanent retantion.

O Other [Specify)

| :
Thess instructions appiy to all prior and future accumulations of the series. 2

| Agency l-lu_d_@s_i_gﬁa [Signaturs) Date Records Management Officer (Signature) Date

7/7/7¢ | U JQL;,__AW\@L@\&QQJ G- \4-T70

Recommendations in para-

graph 12 are approved. State Auditor/Designee A .

¥~  State Records Committes (Signature) Date

{If disapproved, attach letter

of explanation.) Secre State/Designee M / ..‘ 7-27-7¢

et g ————
AR~-50-71. Rev, 76

(Reverse Side)

Anorﬁe'\,i General/Designee W M/ - 7—- W Z(
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Department of Human Resources

Division of Mental Health & Mental Retardation
Mental Retardation Section '

47 Trinity Avenue, Rm. 542-H

Atlanta, Georgia '

#7 continued

8.
9.

10.-

11.
12.
13.

Contract Information Sheet

Rental Agreement

Contract for Services and Addendums
Request for Contract Approval
Contract Financial Annex

and Similar and related documents

Page 3




